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Person Specification – Receptionist and Administrative Assistant 

	
	Essential
	Desirable

	Relationships
	An ability to form trusting, positive relationships with colleagues, young people and families.
	

	
	
	

	Professional Attributes
	An ability to put in discretionary effort
	Ability to actively listen and respond to the needs of staff, students and parents

	
	An ability to carry out tasks reliably and on time
	

	
	Strong attention to detail 

	

	
	Can work independently and diligently 

	

	
	Able to use own initiative

	

	
	Able to work within a team and prioritise task and time effectively
	

	
	Effective communication and interpersonal skills on the phone, face to face and in writing
	



Qualifications and Experience

	
	Essential
	Desirable

	Education/Training
	Level 2 or equivalent in English and maths 
 
	

	
	Excellent numeracy/literacy skills

	

	Experience
	Relevant experience of word processing and experience in the use of information technology systems including Microsoft packages
	Experience of dealing with members of the public.


	
	Experience of working flexibly and within a team setting, either in an educational, social or work context
	Experience of working in an education environment

	
	Experience of administrative role 
	Basic knowledge of the services offered by Somerset County Council in support of young people at school and with Additional Needs

	Skills
	Able to be confidential, discreet and reliable
	

	
	Experience of computer systems 
	Experience of school operating systems 

	
	Accurate typing 
	Touch typing desirable 

	
	
	Good understanding of using Social Media and website editing
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